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“Writing For Professional Publications”
By: Corinne Childs, C.P.A.
Attorney at Law
Tulsa, Oklahoma

Editors or reviewers of manuscripts sub
mitted for publication in professional publica
tions complete their assignments when they
write one of two letters—a letter of acceptance
or a letter of rejection. Neither of these letters
is written without giving careful consideration
to the material submitted, taking into account
that the editor is always anxious to have a
supply of material on hand for use in future
issues.
Certain general standards rather than grad
ing sheets or checklists are the basis of most
reviews. These might be summarized briefly
as:
(1) Interest and usefulness to persons in
the profession and students of the pro
fession
(2)
Technical soundness
(3)
Newness—not rehash
(4)
Quality of writing—clarity
The comments and suggestions of this dis
cussion are intended to apply to all profession
al publications, but we have attempted to
limit the illustrations and examples to ma
terial which has been submitted for The
Woman CPA, professional publication of
AWSCPA and ASWA. Some of our references
come from rejected manuscripts and others,
believe it or not, are taken from published
ones.
We do want and need your manuscripts
and we certainly are not and do not intend
to be hypercritical and “school-teacherish.”
Whenever possible, we do give the author
the benefit of our doubt concerning the fruits
of his labor.
Here is one general observation which we
wish to share: Good talks do not necessarily
make good manuscripts. No author should be
discouraged if an excellent talk is returned to
him as unsuitable for publication.
A second general observation can best be
illustrated by an often-used criticism of a col
lege English professor: “Some manuscripts are
nothing more than a constipation of ideas
and a diarrhea of words.”
After those two general observations, it is
appropriate to be specific for a few minutes
as we consider “Writing for Professional Pub
lications” under these general headings:
(1)
Choosing the topic
(2)
Gathering material on the subject
(3)
Outlining and organizing the material
(4)
Writing
(5)
Polishing up.

Choosing the Topic
The topic of the article may not necessarily
be within the author’s control. For example,
there may be a contest with manuscripts to be
on a specified topic only; or the author, hav
ing already established a reputation as a writ
er, may be requested to prepare something
on a certain subject; or the author, because
of participation in a particular professional
activity, may have been asked to write re
ports to inform other interested members of
an organization. Let us assume, however, that
none of these examples is applicable—instead
the would-be author has:
(1) A burning desire to see his name and
something written by him in print, or
(2) An inclination to attempt to obtain
recognition for the local members of
the profession.
What is the next step?
Familiarity with, or working knowledge of,
a particular subject, or a curiosity to learn
more about that particular subject, will, gen
erally speaking, result in a good manuscript.
Indeed, few of us can, after doing research
on a “new” topic, do little more than rehash
the works of others on the same topic. We
seldom have the ability or enthusiasm or in
clination to develop new concepts or new
theories about a subject with which we are
not thoroughly familiar. Exceptions can, how
ever, be taken to that broad statement if one
begins research on a topic and then develops
a real personal interest in it.
Is the proposed subject a timely one? Is
there any real reason to prepare past history
for a professional publication unless there is
to be some current usefulness or application
of the material? An example of this might be
withholding of Federal income taxes on wages
and salaries, which would not appear to be
a suitable topic. If withholding of income
taxes on dividend, interest, rent, etc., pay
ments should become a reality, it is conceiv
able that there would be interest in an informa
tive and useful manuscript relating experience
and “know-how” of present tax withholding to
new tax withholding.
Is the subject a specific rather than general
one? Are we trying to condense a whole
book, a semester’s study, or a broad field of
accounting, into a 1600-word manuscript? Ex
amples: Personal income tax returns, cost ac
counting, bank accounting, machine account
ing, internal auditing.

How much published material on the sub
ject is presently available? If the manuscript
is to be for a particular publication, has some
thing on the subject been published recently?
Some of the material submitted to editors
is not of professional quality. This is not to
say that authors must write only about highsounding, complicated topics; but editors real
ly cannot use material on such things as nu
merical sorting of accounting documents to
reduce filing time and errors, uses of repro
ducing or photocopy machines, use of shoe
strings to keep used checkbook stubs together,
correcting typing errors, etc.

Gathering Material on the Subject—Research
Again, how much do you already know about
your subject and where did you obtain that
knowledge.
The Accountant’s Index published by AICPA
provides a key to all works on accounting pub
lished in the English language. Material pub
lished up to year 1920 was indexed in the
original volume and accounting literature pub
lished since then has been indexed in supple
ments which are now issued biennially. This
is available in most public and school libraries.
Check for your proposed topic in the Index
and scan, at least, the articles listed, making
notations of specific things to which you may
wish to refer again. A good way to do this is
to set up a sheet or a card for the particular
article, showing the name of author and article,
date published, source of publication, and
specific page, chapter or paragraph of possible
future interest. In other words, make notes
so that you can find the particular material
again. The Accountant’s Index will result in
your going to many publications of various
accounting organizations, namely:
American Accounting Association
National Accountants Association
Controllers Institute
Institute of Internal Auditors
Government—releases of various regulatory
agencies:
Accounting Review
The NAA Bulletin
The Controller
Controllership Research
The Internal Auditor
SEC, Federal Communications Commission
Interstate Commerce Commission
Federal Power Commission
Internal Revenue Service
The Woman CPA
AWSCPA-ASWA
In addition, there are some general refer
ence books which may be helpful in preparing
articles on accounting subjects, namely:
A good unabridged dictionary

Accountants Handbook
Cost Accountants Handbook
CPA Handbook
Financial Handbook
Encyclopedia
World Almanac (1961 Edition has 10 pages
on taxation and 6 pages on Social Se
curity)
Research services are offered by certain
organizations, such as AICPA, for their mem
bers. Members may obtain information by
writing for suggestions and for previously
published articles on specific subjects and by
borrowing books, periodicals, pamphlets, etc.
from the members’ library.
Outlining and Organizing Material
Having reviewed and compiled references
of the available published material on the
subject and having integrated that with
writer’s own knowledge, it is time to select the
theme to be emphasized and to outline the
manner in which it will be presented. There
seems to be a general feeling against preparing
an outline. Actually an outline is helpful to
the writer and can be used in arranging refer
ence notes and research material so that time
will be saved when the writing has started.

Writing the Manuscript
The opening sentence or paragraph need
not be written before the second sentence or
paragraph is written. It is much easier to
begin writing the individual words, sentences,
and paragraphs which will become your article
and then to go back and write the opening
sentence or paragraph.
In writing, try to observe the basic prin
ciples of good journalism. Stick to “Who,”
“Why,” “When,” “Where,” and “What.” Add
to these five “Wh’s” the “How.”
If you are using an idea or thought ob
tained during your research, make a notation
on your manuscript to that effect—you may
need to use the notation in connection with
an explanatory footnote or a bibliography.
Certainly if you are quoting, make sure that
permission has previously been granted or is
obtained. Give the author credit. Generally
footnotes can be used most effectively simply
by placing a number beside the quotation or
reference and explaining at the end of the
article or on a separate page, by using the
same number for identification. Show the
author’s name, the title of his article, the book
or periodical and page number referred to,
and parenthetically the date published. To
check yourself, refer to some good periodical
such as The Journal of Accountancy or The
Woman CPA and see how it handles footnotes.
If you wish to emphasize a point or can

make a better explanation by giving an illus
tration, or example, or by using a table or
chart, do so. Remember that most readers are
lazy and like to be “spoon-fed.” This admoni
tion will be useful whether the readers are
editors, editorial board reviewers, or sub
scribers of the publication.

Polishing Up
After your first draft of your writing efforts
is completed, begin “polishing up.” First of all,
try to write that opening sentence or para
graph.
Be critical of your own choice of words,
making certain that you have used the precise
words needed to convey your ideas. But don’t
use more words than are absolutely necessary.
The tone should be dignified, and “dignity is
is not achieved through long words or stereo
typed phrases, but through honest thinking,
sincerely expressed and supported by docu
mented fact. *****Short words, short para
graphs, good transition, strong, direct and
correct sentences, and strong beginnings for
sentences and paragraphs are a few of the
tools with which good comments are built.”
(Jennie M. Palen Report Writing for Account
ants— Prentice-Hall (1955) )
Transitional words and phrases tie para
graphs together and aid in easing the reader
into a new idea.
Sentence structure should be varied—varied
in length and varied in construction. Short
sentences should predominate in most manu
scripts. Each sentence should be a unit and not
a stringing together of unrelated ideas.
Some examples of common grammatical
errors in manuscripts are:
(1) dangling construction
(a) participles—“Petty cash disburse
ments are made without prior ap
proval, resulting in poor control of
incidental expenses.”
(b) gerunds—“On inquiring at the re
ceiving desk, the machine seems
not to have been delivered.”
(c) infinitives—“To form an opinion as
to the collectibility of the accounts,
they were reviewed with the credit
manager.”
(2) poor placing of modifiers—“Allowance
has been made for depreciation of
1½% per quarter of book value.”
(3) Unnatural phrasing (ending a sentence
with a preposition is sometimes better
than using an awkward phrase to avoid
doing so)—“Methods we used” is more
natural than “methods used by us.”
(4) Nonagreement of subject with pred
icate (singular subjects take singular

verbs and plural subjects take plural
verbs)—“Almost every employer pro
vides some form of retirement program
today for their key (or all) employees
or are considering adopting one.”
(5) Incorrect verb tense—“The cashier stat
ed that the bank account had not been
reconciled at August 31, 1961” or “The
cashier stated that the bank account
had not been reconciled since August
31, 1961.”
(6) Omission of words necessary to com
plete grammatical construction—“All ac
counts regarded as uncollectible were
written off.”
(7) Poor punctuation.
One editor of a professional publication has
recommended that, upon completion of a draft,
“one should look at each sentence and ascer
tain if it is complete and concise, whether un
necessary modifiers have been eliminated;
whether thoughts have been positively stated.”
That editor prefers strong words at the begin
ning of the sentence and contrasts a sentence
beginning “Budget planning requires” with “In
planning for budgets.”
The following is quoted from a rejected
manuscript:
“Internal cost controls are techniques em
ployed to exercise a directing or governing in
fluence over data which indicate movements
and trends in all segments of commercial and
industrial activity.
“They reveal present and past performances
and supply suggestions for sound improve
ments in operations in the future. Internal
Controls are the eyes, ears and lifeblood of
management.”
Using the same words, let’s see if we can
make some improvements by shortening the
sentences and doing some re-arranging:
“Internal cost controls are the eyes, ears and
lifeblood of management. They are techniques
employed to exercise a governing influence
over data. They indicate movements and trends
in all segments of commercial and industrial
activity. They reveal present and past per
formances and, at the same time, provide sug
gestions for sound improvements in future
operations.”
Contrast the effectiveness of these two open
ing sentences of a paragraph:
“The importance of comparisons cannot be
stressed enough to assure efficient controls”
with “Comparisons assure efficient controls.”
Finally after you think you have finished
“polishing up” your manuscript, try reading it
aloud, listening to yourself.

To be considered are the reasons behind the
state laws prohibiting the corporate form of
practice among professionals. One was to pre
vent the evasion of personal responsibility,
since the liability of stockholders is limited by
law. Accountants, for instance, might take
risks they would not assume if they were per
sonally liable. It is possible, also, that the con
trolling stockholder might be a layman. Most
of the new incorporation laws do contain vari
ous provisions intended to maintain ethical
restraints, but the differences in the various
state laws would make almost impossible the
practice of a profession in more than one state.
The restraints provided in some state laws,
such as on transferability of ownership, might
prohibit the entity from being a corporation if
too many of the key characteristics of a corpo
ration are eliminated.
As for lawyers, the American Bar Associa
tion’s Committee on Professional Ethics has
ruled that a lawyer who practices law as a pro
fessional corporation or association will not
violate any of the profession’s Canons of
Ethics provided appropriate safeguards are ob
served. (Opinion 303). However, the Commit
tee did express grave doubts as to the wisdom
of practicing in corporate form.
Treasury Circular 230 prohibits the practice
before IRS by lawyers, CPA’s and other agents
who practice through the corporate form. Pro
posed amendments have been made which
would eliminate this provision.
For certified public accountants, the corpo
rate form of practice is prohibited by Rule
4.06 of the Code of Professional Ethics, and
as of now, no change has been proposed. But
ethical standards and traditions can fall by the
wayside, just as have some accounting prin
ciples, when an issue of tax saving is involved.
This is pointed up by the fact that the Execu
tive Committee of AICPA has already cau
tiously admitted that “the traditional partner
ship form of practice may cease in time to be
appropriate. . . . Before a new course is se
lected, however, it ought to be clear beyond
reasonable doubt that the change will advance
the best interests of the profession and the
public—both their immediate and their longrange interests. In terms of the incorporation
issue, that kind of certainty is not yet possible.”
From the many tax problems described only
briefly here, it is evident that wise and careful
tax planning is an essential part of the career
of any professional man or woman.
From a paper presented at the joint annual meet
ing of AWSCPA-ASWA, New York City, Septem
ber 1962.

(Continued from page 5)

Final Form
True, the ultimate reader of your printed
manuscript is not concerned in the least with
its appearance in the rough, but reviewers may
not be so charitable. Double-spacing with wide
margins may seem to increase length and to
waste paper. Actually, it affords a convenience
to the reviewer for making marginal notations,
interlining, and asking questions. And, above
all, number your pages and identify yourself as
the author. You may also protect yourself by
placing the completion date at the end of the
manuscript, for it is conceivable that a change
in law or recommended procedure may occur
between the dates of preparation and publica
tion, making your work incorrect in some
respect. You cannot be criticized if the manu
script was written before this change became
known.

The Good or Bad News
Editors of professional publications often
plead or beg for manuscripts and then they
must reject the fruits of their efforts. It is
much more difficult to write or rejection than
one of acceptance. In many instances, the re
jected manuscript can be accepted if the au
thor will make a careful revision.
In short, keep trying. Think of some subject
in which you are interested, do some research
on it; develop a general theme and organize
your thinking around it; put your thoughts in
words, sentences and paragraphs; review them
critically; and then submit your manuscript to
a prospective publisher. You may be surprised.
From a paper presented at the joint annual meet
ing of AWSCPA and ASWA held in Milwaukee,
Wisconsin, October 1961.

DEBT STARTS YOUNG
All Americans are created equal—in debt.
Each child born this year in the U. S. will
begin life owing an equal $1,630 share of fed
eral debt.
But this equality won’t last long.
Each of next year’s children will start life
with the dubious blessing of a $30 increase in
what he owes of the debt.
—Nation’s Business
There are no doubt some who regard in
tangible assets as unreal and favor writing
them off on this account—but if once the view
is accepted that value depends on expectations
for the future, the proposal is either invalid or
applicable almost equally to tangible assets.
Indeed, experience shows that intangible are
often more enduring than tangible values.
—George O. May

